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In accepting our quote and thus commissioning work from The BIG Ideas 
Collective Ltd. (BIG), you (the client or commissioning body) will be subject to 
the terms and conditions set out below:

i. 		  BIG always operates in “good faith” and will not knowingly undertake any work 
which we consider to be illegal, a breach of copyright, indecent or defamatory; 
however, we cannot be held responsible if work produced by us, under your 
direction that is adjudged as such in any part of the world. Responsibility for 
obtaining consents and/or rights relating to trademarks, names, people or 
copyright material remains with you and is at your sole risk. You therefore 
agree to indemnify BIG against any loss, damage, costs or proceedings relating 
thereto.

ii. 		  BIG reserves the right to withdraw its services if it finds that any commissioned 
work breaches any law, copyright or may be perceived as indecent or 
defamatory.  In this instance you will be required to pay 100% of the quoted fee 
and our payment terms apply.

iii. 		 Under the current copyright laws of England and Wales the copyright of all 
commissioned material (words, phrases, images, IP and layouts) produced for 
you, is retained by BIG*; however, copyright assignment may be made on a 
project-by-project basis.

iv. 		 Once full payment has been received, BIG grants you permission to use the 
commissioned material for free in the web site or publication for which it was 
commissioned. These rights may not be assigned, transferred or loaned to any 
other third party.

v.		  Unless by prior agreement, BIG must be informed of new uses of 
commissioned material, e.g. if copy written for a website is then used in a 
different web site, print or paid advertising. These further uses attract a charge 
based on a percentage of the commissioned work’s original fee. 

vi. 		 BIG will make every effort to ensure that your work is kept confidential together 
with any associated documents. We respect your business and will not divulge 
confidential information unless requested by law or we have written consent 
from you.

vii.		 We will take all reasonable measures and endeavour to complete your work in 
a professional and timely fashion, producing a project plan and quote based 
on the project proposal. We do, however, reserve the right to amend the fees 
should the work take longer than anticipated or your needs change. We expect 
you to provide any information we require to enable us to undertake your 
commission to the best of our ability in a timely manner; this also applies to 
the review of any first and subsequent drafts. Any lack of contact or failure to 
respond to drafts or requests for approval after 60 days will trigger an invoice 
from us for 100% of our quoted fee and our payment terms will apply.



viii.  On project-related journeys mileage is charged at 45p plus VAT per mile. 

ix. 	Any invoice left unpaid outside our terms of trading (14 days net) will be subject 
to an interest charge of 2% over the current LIBOR charged per month 
compound – to be shown on statements.

x.	 Every effort will be made by BIG to ensure that any material produced is error 
free.  At the point of agreed completion (or “sign off”) of commissioned work 
between BIG and you, and prior to further delivery to a third party (printer/web 
developer), you become responsible for any errors or omissions contained 
within said work. Any costs incurred by changes made after “sign off” will be 
charged for. We will inform you of any cost implications of any changes after 
“sign off” before these costs are incurred.

xi.	  BIG have rigorous systems to ensure correct execution of any print order. If any 
print order is supplied to you direct from the printers you are responsible for 
informing BIG in the unlikely incidence of a shortfall in printed quantity within 
7 days of delivery, so that any shortfall can be made up. Due to the photo 
degradation of printers’ plates there will be cost implications from making up 
any shortfall after this 7-day period has elapsed.

xii. 	 BIG payment terms are laid out in the project plan/proposal document agreed 
with you, the client, at engagement; however, these may be subject to change 
by prior agreement.  Except in the case of a reasonable and fair dispute, legal 
action will be taken against clients who fail to settle their invoice in full within 30 
days of invoice date.

xiii. 	In accepting our ’Activity Breakdown’, produced specifically for your project by 
BIG, you are agreeing to adhere to the invoice points held therein.

xiv. For any and all future projects subsequent, but not necessarily directly related, 
to this proposal commissioned by you and undertaken by BIG, and where no 
new BIG terms and conditions of service have been presented and/or signed 
by you, you agree to abide by these terms and conditions relating hereto.

*	 For further information on current copyright law in England and Wales please 
visit www.ipo.gov.uk/whatis/whatis-copy 
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Finder brings project to BIG.
The Finder may become the Project
Manager (PM) or allocate the project
to a team member with the required
expertise.

PM fully briefs
team/associates
with timings as
per proposal.

PM becomes the
main point of contact
for the client for the
duration of the
project.

Client
Approval

?

PM inserts all client
contact information
with BIG back office.

A non client facing
financial summary of
the proposal is
prepared for Admin -
this to directly
correspond to
proposal re specific
work/phases of the
project and
subsequent invoicing.

Assess
proposal.
Discuss with
Directors,
amend and
re issue if
appropriate.

N.B. If the project is
scheduled to take
longer than a month
then both PM and
Finder’s fees to be
invoiced as per
phase.

Delivery for printed
material quoted 3
days beyond what
we work to.

Fact Finding
Finder/PM meets
with client for fact
finding/brief.

Admin allocates PM
with a proposal
number.

PM
distributes
proposal to
core team.

No

Yes

The PM prepares and
delivers to the client a
proposal/quote via the BIG
proposal standard document
in consultation with the other
members of the team and
required associates.

Quote to be proofread and
passed by Directors

BIG works within the Design Council promoted guidelines of Define, 
Develop, Design, Deliver. Below is a schematic illustrating our project 
management process. Every member of BIG has signed up to working 
within this structure.
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At the
completion of
each phase of
project delivery
the PM will
evaluate timings
and financials.

PM to inform Admin of
any changes to timing
and financials and
issue an amended
financial summary.

Notify Admin to
invoice client as per
phase completion,
cc’ing Directors.

Send any data &
design or copy to
Directors for
archiving.

Completion of
project. ‘Sign Off’

Admin sends final
invoice to client

Send any data/design
or copy to Directors for
archiving.

Send case study
to Directors for
website and
archiving.

Agree date for
Admin to send
reminder to
PM/Finder for
follow up and
feedback.

PM to complete case
study for project.

Any deviation from the original
proposal/quote to be discussed
with Directors then relayed to the
client - discussed and agreed
with them before proceeding.

Project on
track…?

YesNo
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BIG works within the Design Council promoted guidelines of Define, 
Develop, Design, Deliver. Below is a schematic illustrating how we define 
the website design process. Every site is evaluated and structured with 
customer management system (CMS) functionailty to ensure the site 
delivers, not only what our client needs, but also the ability for growth 
and future development. It also ensures we can  accurately quote the 
development costs.

When we are working and planning a new site we also like to help the client 
look at what developments there may be for version 2. We do this to be able 
to schedule a structured development as part of their marketing strategy. We 
also advise on the potential of socal networking and other activites to drive 
traffic to their site. 

Home

Services

Case studies

About us
General intro about the business
Key team member Biography

Accreditations
Possibly just included in about us text

Contact us

Contacts
Links

Published articles

Memberships
Possibly just included in about us text

News

Service 1

• USP

• USP

Floating Topic

Client upload/download area

Service 3

• USP

• USP

Service 4

• USP

• USP

Footer matter

Health and Safety
Terms of Web Usage
T&C
Privacy Policy
Accessibility
Sitemap

Service 2

• USP

• USP

Basic form

Back office capability 
Create client areas
Create usernames and passwords for clients
Manage uploads of files to specific areas
Delete files no longer needed

To be managed so artiicles 
can be switched on an off

Sample website

FEATURES
•   Full CMS
•   Ability to archive articles 
•   Google analytics
•   Managed client area
•   Managed news area
•   Managed case studies area
•   Ability to add/switch on and off 

pages and subpages

PLEASE NOTE
•   Any increase in content or 

functionality will increase 
web development time and 
therefore cost. We will recost 
any changes before work 
commences

 date created v1  30/04/2010

Sample site map
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www.thebigideascollective.com




